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To log on to the Harkin Tracking system, enter your user ID on the text box and click on OK. If 
your user ID is not profiled in the system database or you accidentally entered the wrong user 
ID, the message box will read, you do not have access to the system, please verify your user ID 
or contact the system administrator.  At this point, click on OK to go to the next screen. If you 
are sure that you have entered your ID correctly and still have trouble accessing the system, 
contact Scott Wakefield at (410) 786-4301, or Binh Nguyen at (410) 786-3682. 
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Once you are in the system, the Harkin Tracking Menu is the first screen that will be displayed. 
Users who do not have. Write access will not see the Add New Case function. 
The following are descriptions of each function: 
 
1. Case List - All (to view or edit existing case) - Clicking on this will allow you to view  

all the case listings in order by case number. 
  
2. Report Menu - Clicking on this will open the Report Menu that allows you to view a 
 case report in either a Details or Tabular format. These reports reflect criteria  
            such as date, state, provider number etc. 
 
3. View Report-Specific Case - Click on this button if you want to access a specific report  
            by case number.  
 
4. Add New case - You will only see this function button if you have Read & Write access.   

When accessed, you will get an empty form that will allow you to enter the 
 information for each case. 
 
5. Exit - Click on to exit the Harkin Tracking System. 

 



 
The following are instructions for navigating each selection.  
 
Case List - All (to view or edit existing case): 
 
The cases are listed by ascending order. To view a specific case, move the cursor to the front of 
the Number and click on the View Details button on the bottom of the screen. If you click on 
Cancel, you will go back to the previous screen.  Or, you can click on "File", and then elect 
"Close Form" to take you back to the previous screen.  When you click on View Details, the next 
screen should appear.  

 



 
- Remember that the form allows for "Read only" access unless you have read and write 
capability.  If you have "Read only" access, you will not be permitted to alter the information 
on this form. If you have "write" access, then you can edit and after you make changes, click on 
Save before you close the form. 
- When you choose the View Report button, you will see the report in the Details 
format.  To view the Tabular format, you should go to the Report Menu on the first screen 
(Harkin Tracking Menu)  and choose the category and case number you want to view. 
 
 
 
 
 
 
 
 

 

 
 



 
 
 
 
If you choose Report Menu, you will see this screen: 
 
You are given the option of viewing by Detail Description or ΑTabular Format.  For example, if 
you want to view project CA101 you could choose. Detail Description format (click on Specific 
Case, then enter CA101 and click on OK), you will then see the preview report of CA101 as 
reflected in the next chart. 
 
 
If you choose to view the Tabular Format for the project CA101, you would go to the Tabular 
Format category, choose Specific Case, enter the case number CA101, and click on OK).  An 
example of the tabular format of the preview report for CA101 is given on the next page. 

 



 
The tabular format contains 2 pages; you just click on the right Arrow on the bottom next to the 
word page, or left Arrow to get back to the previous page.  
 
 
 
 
 
 
 
 
The following descriptions present the various options presented to you for viewing the cases. 
For example, All Cases will show you all the projects currently in the system. 
 
View Report - Specific Case -- Displays the Detail Description format of that case. The report 
will resemble the one displayed for case CA101 on Page 8. 
 
Add New Case (complaint number): (You will only see this button if you have Write access) 

 



To enter new case (also referred to as complaint), begin by filling in "Complaint Number" by 
taking the existing project code (i.e. CA000) and adding subsequent case in sequential order (i.e. 
CA001, CA002, DC200, DC201, DC202, etc.)  Fill in the remainder of the required information, 
then click on "Save" before you close the form.  
 "Complaint Number" is a mandatory field and must be filled in when you want to add a new 
case.   
  
Exit: Click to exit the Harkin Tracking System. 
 

 



 
SET UP THE DEFAULT PRINTER ON WINFRAME 
 
The Winframe Client is supposed to automatically create the default printer when you log on.   
If the default printer is not set, the system will indicate this and you will not be able to view the 
reports.  The following section provides instructions on how to set the printer on the Winframe, 
however, you should set up the default printer for your local LAN before you log on to Winframe. 
 
After you log on the Winframe, click on group icon Main, click on Control Panel, click on 
Printer.  Click on Printer on the Menu, and you will see the following screen: 
 

 
 
Then click on Connect to printer.  At this point you will have to wait because the Winframe will 
try to connect to the other printer server (indicated by hourglass on screen).  
The following screen will then appear: 
 
 
 
 
 



 

Click on Client Network and then Client.  At this point you will see the list of Printers, which are 
set up on your local PC.  Each will be different depending on what type of printer you are 
connected to locally. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



For example, if you have three printers connected locally, you will select a printer for the report 
to be sent to.  Highlight the printer name, then click on OK.  Click on OK for the next 1 or 2 
windows and you will see the following screen displayed: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
At this point you will see the printer you picked displayed on the Printer Manager window. 
 

 



This will set up your default printer on Winframe and you should be able to view the reports. 
 
If you have any questions about the printer setup, please contact Binh Nguyen at (410) 786-
3682. 
 
 
 
 
 
 
 
 
 
 
 

 




